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INTRODUCTION
The policies contained in the text of this paper were
adopted unanimously by the Union City Board of Education
on June 30, 1975.

The policies constitute a revision of

the 1364 Union City School Board Policy Statement with re
spect to organization and content.
Preliminary work on this project began in September
of 1974 in cooperation with the Superintendent of Union
City Community Schools and two representatives from the
Board of Education.

It was decided at that time that the

policies written in 1964 and the addendum since then were
poorly organized and outdated.

Only one reasonably com

plete copy of the policy manual could be located and this
copy was practically useless as a guide to the Board of
Education and Administration.

Also, a number of sections

contained statements which dealt with either employee
negotiations or excerpts from the General School Laws of
Michigan.

The Superintendent recommended that this mate

rial be excluded from any new policy manual as it would
be superfluous to contractual agreements and/or Michigan
laws.

The goal which was finally decided upon called for

a completely new, more flexible policy edition which could
be used to develop administrative rules and regulations.
The committee recommended that a number of policy
1
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manuals from other school districts be examined to deter
mine better ways of organizing relevant materials and
making provisions for changing and regularly updating the
new policy statements.
After investigating a dozen fairly recent policy
manuals fros both larger and smaller districts > this
writer advised that the project be divided into sections
depending on certain major topics to be covered.

Each

month from October of 1974 through April of 1975 new sec
tions would be written, presented to the committee for
discussion, and if necessary, edited to conform to the
wishes of the Board representatives and the Superintendent.
In developing the major sections, a pattern similar
to that of the Portage and Sturgis manuals was used.

For

example, all of the policies related to administration
were categorised under one general heading with different
sub-sections detailing specific information.

To facili

tate later changes in any particular policy, each was
assigned a number within the appropriate section and, only
one policy is listed on each page.

The entire manual is

organized on the basis of these policy numbers rather than
page numbers.

The first digit of the policy number lo

cates its general heading or series and each proceeding
digit indicates further subheadings related to the origi
nal subject matter.

If a statement needs to be updated,
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only one page needs to be pulled, corrected and reinserted
in the proper section.

New policies need only to be

assigned a proper policy number and placed in the appro
priate section of the manual.
While the number of major sections could have become
arbitrary, this writer believed that eight major topics
would adequately cover the concerns of a smaller school
district.

Once these primary areas had been identified

by the policy revision committee, each completed section
was brought to the committee's attention and added to the
manuscript.

The Superintendent suggested that policies

which the Board of Education might refer to most often be
located near the front of the manual.

He also requested

that the By-Laws of the Board be included as the last sec
tion, since the latter are not policies, but rather spe
cific miles and regulations.
Following completion of the manual in early April of
1S75, it was submitted to the entire Board of Education
for approval.
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EDUCATIONAL PHILOSOPHY
UNION CITY COMMUNITY SCHOOLS
Education of our children is a continuing process
which involves the home, the ccscaanity and the school in
developing individuals who can function successfully in
the American way of life.

To do this requires sharing of

the responsibilities of making learners aware of the prob
lems, fostering a desire to take the necessary steps and
maintaining an educational program that will help them
solve the problems.
In our program we recognize the individual worth and
dignity of the learner.

We recognize that democratic

principals are essential to our free society and our pro
gram will retain these values.

Individual differences will

be recognized as we challenge each learner to become the
best citizen he can became.
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Policy #1100

SUBJECT:

Communication with the Public

It is the desire of the Board of Education that channels
of communication be kept open at all times between the
gchpelqsystem and the people of the school district.

The

Board will continuously attempt to create and maintain
schools that reflect the public's wishes, and will do its
best to keep the people informed of the affairs of the
school system.

Recognizing that two-way communication is

an important aspect of the school environment, a variety
of programs including parent-teacher conferences and par
ent nights will be held each year.
The following media shall be utilized regularly to com
municate with district residents:
A.

A daily or weekly newspaper serving the area

B.

Individual school publications

C.

Public meetings

D.

Annual report

E.

Community Education Newsletters
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Policy #1110

SUBJECT:

Board Meeting Coverage

A newspaper servicing the local community shall be noti
fied of all public Board meetings and invited to send
representatives to cover such meetings.

Representatives

of the media not attending meetings are invited to contact
the school for information on activities and decisions of
such meetings.
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Policy #1111

SUBJECT:

School Sponsored Media

Materials for system-wide distribution will be developed
in the business office and carry the approval of the
superintendent.

The principal of each school is responsi

ble for routine school announcements to parents and stu
dents.

So publication concerning interpretation of school

policy or school philosophy originating at the building
level will be distributed to students or the general pub
lic without the superintendent's approval.
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Policy #1112

SUBJECT:

Broadcasting Union City High School Athletic
Contests

Out-of-town radio stations are welcome to broadcast home
athletic contests if the station asks for permission
to broadcast a reasonable lengtn of time prior ts the
event, in order that adequate facilities may be provided
for them.

The local station is not to be charged a fee

for broadcasting or taping rights.
The Union City Community Schools reserve the right to pro
hibit individual broadcasts if they conflict with the
primary objectives of a high school athletic program.
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Policy #1200

SUBJECT:

Participation by the Public

The Board of Education and administration wishes to work
cooperatively with community groups.

The Board of Educa

tion and administration encourage all personnel to actively
join and support programs co-sponsored by the school and
various groups within the community.
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Policy #1210

SUBJECT:

Citizen Committees

The Board of Education may appoint, when deemed necessary
and advisable, committees of citizens to study given situ
ations and to make recommendations for action on same.
Such committees, when established, shall work with person
nel from the schools named by the superintendent or the
Board of Education.
A direct charge outlining the responsibilities and limita
tions of each committee shall be made.

Committees will

work within the time limitations established by the Board
of Education.
All reports and recommendations of such committees shall be
made directly to the Board of Education before any other
publication.
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Policy #1220

SUBJECT:

Board Meetings:

Public Participation

The Board, as a representative body of the district,
wishes to provide an avenue for any citizen to express
his interest in and concerns for the schools.

Accordingly,

the public is invited to attend any formal meetings of the
Board.

Any person wishing to address the Board at a formal

meeting is requested to direct his name and the nature of
his business in writing to the Board Secretary at the time
of the meeting.

The Board will make available a standard

form for this information at the entrance of the meeting
place.
Meetings are closed to the public only during executive
sessions, as allowed by law.
taken in public meetings.

All action, however, is

In order that the Board may

fairly and adequately discharge its overall responsibiity,
citizens who wish to make requests, or proposals to the
Board are requested to direct these in writing to the
superintendent of schools, who will deal with then, ac
cording to rules adopted by the Board.
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Policy $1300

SUBJECT:

Procedures for Public Appeal of Administrative
Decisions

In accord with its policy confirming the right and desir
ability of the public’s expressing its point of view to
the Board, delegations or individuals are welcome at regu
lar meetings, subject to the following regulations de
signed to expedite deliberations and provide for full con
sideration of problems and questions:
1.

Matters concerning an individual school should be disr
cussed first with the principal of that school.
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level, it should then be brought to the superintendent
of schools.
3.

If the problem cannot be resolved with the superintend
ent of schools, it shall then be brought to the Board
in the following manner:
a.

Questions and problems must be submitted in writing
and should be presented prior to the Board meeting
to the Board President or Secretary.

b.

Individuals shall indicate whom they represent and
shall be asked to comment on the question or prob
lem brought to the attention of the Board.

c.

The Board will take questions and problems under
advisement and issue responses after due delibera
tion.

(CONTINUED)
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(Policy #1300 cont.)
d.

If, in the judgement of the Board, questions or
problems relate to personalities, the Board may go
into executive session to receive such presenta
tions .
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Policy #1310

SUBJECT:

Complaints Concerning School Personnel

All complaints concerning school personnel shall be han
dled first by their immediate supervisor and if necessary,
the superintendent of schools.
If any complaint is brought to a member of the Board of
Education, the party shall be referred to the superintend
ent of schools.

If the administration cannot satisfactor

ily solve the problem, it shall be brought before the
Board of Education at a regular or special meeting in the
procedure outlined by the Board policies.

If the complaint

is such that the superintendent is involved, a Board member
shall hear the complaint and place the matter before the
Board at the next meeting.

If advisable, the complainant

shall be invited to present his case to the Board of Edu
cation in the presence of the superintendent.
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Policy #1311

SUBJECT:

Complaints Concerning Instructional Materials

The Board has established the following procedures to pro
vide a system for receiving, considering and acting upon
written complaints regarding instructional materials used
by the school district.
All complaints must be presented in writing to the build
ing principal and will include the name of the author,
title, the publisher, and the objections by pages and
items; or in case of materials other than printed material,
written information specifying the precise nature of the
objection shall be given.

The statement must be signed

and identified in such a way that a proper reply will be
possible.
When a complaint is received by a principal, the principal
will acknowledge the receipt of the complaint and answer
any questions regarding procedure.

The principal will

then notify the superintendent and the teachers involved.
An individual student may be excused from using challenged
materials after the parent or guardian has presented writ
ten complaint up to the point of Board disposition of said
challenge.

The teacher will then assign the student al

ternate materials of equal merit.
The use of challenged materials by class, school or
(CONTINUED)
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(Policy #1311 cont.)
district shall not be restricted until final disposition
has been made, but individuals may be excused from using
challenged materials.
In the deliberations of challenged materials, the review
shall consider the educational philosophy of the school
district, the professional opinions of other teachers of
the same subject and of other competent authorities, re
views of the materials by reputable bodies, the teacher's
own stated objectives in using the materials, and the ob
jections of the complainant.
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Policy #1400

SUBJECT:

Use of School Facilities and Buildings

Educational, civic, and charitable groups in the district
nay be permitted to use school facilities for worthwhile
purposes, and when such uses will not interfere with the
school program.

The superintendent is authorized to give

approval for such use in accordance with adopted miles.
All other uses of school building and facilities shall re
quire Board approval and will be considered special re
quests.

There will be no charge for charitable, civic

and educational groups when a custodian is previously
scheduled for the event, the group using the facility will
be responsible to pay the wages of the custodian for the
extra time.

The group will be responsible to pay the extra

time involved of the custodian who is regularly on duty
but has to spend extra time for the group, such as special
set-ups, etc.

(See Policy #1410 for fees).

Scout groups

using school facilities on a regular basis, immediately
after school will not be charged for said use when satis
factory clean-up procedures are approved by the administra
tion.
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Policy #1410

SUBJECT:

Charges for Use of School Facilities

Charges will be made for custodial services when a custo
dian is not regularly on duty or when additional demands
are placed upon him by the group using the facility.

The

hourly rate charged for custodial service will be computed
at time and one-half for evenings and Saturdays and double
time for Sundays and holidays.

When a kitchen is used, a

member of the school cafeteria staff must be on duty.

The

group using the facility must assume the cost of this per
son who will be paid the regular hourly rate computed at
time and one-half for evenings and Saturdays and doubletime for Sundays and holidays.
Other terms of the building use agreement will be specifi
cally stated in the building permit application.
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Policy #1420

SUBJECT:

Use of School Facilities and Equipment by School
Employees

The use of school buildings, facilities and equipment by
school employees shall be discouraged, but when permission
is received.- the following rules will apply:
1.

An employee is not to use the facility for personal
use unless:
a.

Permission is received from the person in charge
of the department or classroom.

b.

Permission is received from the building principal.

c.

The one using the facilities agrees to pay for any
damage done to facility because of his use of the
facility.

2.

An employee is not to use or remove any equipment from
the premises for personal use or to remove any equip
ment from the premises even though it is to be used
for school purposes unless:
a.

Permission is received from the person in charge
of the department or classroom.

b.

Permission is received from the principal of the
building.

c.

The one using the equipment agrees to return
promptly the equipment used and agrees to pay for
any damage done to the equipment during the
personal use.

(CONTINUED)
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(Policy #1420 coat.)
3.

Any excessive cost of using facilities and/or equip
ment must be paid for by the user and all supplies
used must be paid for by the user.
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Policy #1430

SUBJECT:

Use of School Facilities by Commercial Organiza
tions

Local commercial organizations are permitted to use school
facilities for various purposes, such as training sessions
for their employees, community entertainment and educational
programs, etc.
The use of school facilities for monetary profit by such
groups is prohibited.
Non-local commercial organizations are permitted to use
school facilities only when the intended use is clearly
that of community betterment.
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Policy #1440

SUBJECT:

Loitering or Causing Disturbance

The Board strictly prohibits:
A.

any person who is not a regularly enrolled student from
entering or remaining in any school building without
the principal1s consent during regularly^scheduled
school hours.

B.

any person from creating a disturbance or diversion or
engaging in any immoral or indecent conduct on school
premises.

C.

any person from damaging, destroying or defacing school
buildings or equipment.
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Policy #1450

SUBJECT:

Use of Go-Carts and Other Motor Vehicles on
School Parking Lots

Go-carts, motor bikes, and snowmobiles axe not permitted
to use school properties for recreational use.

Licensed

vehicles, e.g. motorcycles, when used for transportation
to and from school, are permitted in school parking lots
when the operator follows the rules and procedures govern
ing the use of motor vehicles at school.
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Policy #1500

SUBJECT:

Public Performance by Students

Instructors shall be encouraged to provide students for
public performances when such performances contribute to
the educational process and objectives of that particular
class and when it does not interfere with other scheduled
activities or classes within the school.
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Policy #1510

SUBJECT:

Contests for Students

During the course of a school year, students may be in
vited to participate in various contests sponsored by
national, state, and community groups.

While it is not

the intent to refuse to cooperate with the sponsoring
agencies, it is necessary to keep participation within
reasonable bounds.
The school shall confine its participation to those con
tests which are currently placed on the approved list pub
lished annually by the committee on national contests and
activities of the NASSP.

Activities shall be limited to

those that are educationally sound, worthy, and timely.
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Policy #1600

SUBJECT:

Advertising and Promotion

No printed matter from or by outside organizations may be
distributed to students on school premises.

An exception

to this policy could be materials from a worthwhile civic
organization.

In such cases, the civic organization shall

check with the superintendent to receive permission to
distribute material.
Community groups and organizations may display posters in
the various schools only if approval is received from the
building principal.
The school counselor will coordinate occupational or edu
cational promotional information available to students in
the building.
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Policy #1610

SUBJECT:

Soliciting Funds from School Personnel

No money is to be solicited from teachers or other em
ployees by non-school connected organizations unless
prior permission is secured frcsa the superintendent.
Prior permission does not have to be received in collec
tion for flowers for the ill or for a funeral.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Policy #1620

SUBJECT:

Solicitation of Funds from and by Students

The Board of Education recognizes the existence of many
worthwhile community and student activities which require
the raising of funds either by the sale of merchandise,
tickets, or perhaps by direct requests for money.

Because

of the need to safeguard children from a number of activi
ties which could take valuable time from the educational
program, the Board of Education directs the administration
to establish, and annually review, guidelines for student
involvement in fund raising activities.
This policy is not to effect those regular school programs
such as dramatics, musical concerts, etc., as those stu
dents will be selling tickets for activity in which they
are taking part.
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Policy #1630

SUBJECT:

Access to School Materials

Ideas, operation procedures, public records, and publica
tions developed in or for the school district may be made
available to outside non-profit organizations for use or
distribution when such use or distribution will reflect
favorably upon the school district and the community.

No

outside organization shall be granted exclusive access to
or control over the material made available to it.

Lists

of students should be handed out to reputable concerns and
would be at the discretion of the administration.
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Policy #1700

SUBJECT:

Relations Between Other Governmental Agencies
and Schools

It shall be the policy of the Board of Education to coop
erate with other agencies, organisations, and institutions
in the community in such programs and endeavors that are
clearly compatible with the goals and objectives of the
school district.
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Policy #1710

SUBJECT:

Federal Government Programs

Funds for educational or employment purposes made avail
able by the federal government will be accepted by the
school district as long as the conditions of their avail
ability are in harmony with the purposes and policies of
the district and of the state statutes.
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Policy #1800

SUBJECT:

Community Emergencies or Disasters

The Board of Education authorizes the superintendent to
direct the physical resources of the district toward
assisting local and state authorities in the event of any
community emergency which may require the use of said
facilities.
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Policy #2100

SUBJECT:

The Administrative Concept

The administration of Union City Community Schools is re
sponsible for the direction, coordination and control of
students and staff in their efforts to reach educational
goals adopted by the Beard within the guidelines estab
lished by Board policy, law and employee agreements.
To demonstrate leadership and to resolve the inevitable
problems and obstacles which will arise both inside the
school system and in its relations with the community, the
Board expects the administration to specialize in:
1.

the processes of decision making and communication.

2.

how to plan, organize, implement and evaluate.

3.

how to coordinate and guide the various centers of
power within the school system and the community so as
to enable people to do things together for education
that they might never be able to do separately.
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Polcy #2110

SUBJECT:

Administrative Operations

To guide the superintendent in determining the pattern of
his administrative operations, the Board offers the fol
lowing statements of intent:
1.

The Board will devote its major effort to clarifying
and establishing goals for the school system, to
weighing and adopting policies to guide the profes
sional staff, to appraising results achieved in rela
tion to the goals, and to performing such ministerial
functions as required by law and state regulations.

2.

The Board does not wish unnecessary barriers erected
between itself and members of the professional staff,
or between and among residents and parents of the
school district, students in the schools, and members
of the professional staff.

The Board values the freest

possible interchange of ideas as preeminently desirable
in the school system.

Nothing should be allowed to

interrupt the free and open flow of ideas and assist
ance among personnel at every level.
3.

The Board encourages the superintendent to keep abreast
of and to apply the best known administrative concepts
and procedures designed to harness the total talents of
the school system1s personnel in enthusiastic pursuit
of the school's goals.
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Policy #2200

SUBJECT: Administrative Organization
In establishing the administrative organization of the
school district, every effort shall be made to insure a
free exchange of ideas among all persons involved in the
educational process.

The following general principles

shall govern the administrative operation of the school
system:
1.

Each school shall be encouraged to work out the educa
tional program most appropriate for that school within
established educational policies.

There must be rec

ognition, however, that certain opportunities and pro
grams should be constant from school to school, and
central administrative control must be exercised in
this regard.
2.

Responsibility shall be established for overseeing the
pattern and sequence of educational experiences pro
vided for all youngsters.

Channels of communication

shall be established to insure involvement of students,
parents, teachers, principals, and Board in this pro
cess.
3.

Each member of the staff shall be informed as to wham
he is directly responsible and, whenever possible, a
staff member shall be responsible to only one immediate
supervisor.

(CONTINUED)
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(Policy #2200 cont.)
4.

Channels of communication and appeal shall be estab
lished with the intent that problems and disagreements
may be readily resolved.

5.

Responsibility shall flow simply and clearly from stu
dents through teachers, principals, and the Superin
tendent to the Board of Education.

An employee may refer matters requiring administrative
action to his immediate supervisor.

He shall have the

right to appeal any decision made by an administrator to
the next higher authority and through appropriate succes
sive steps to the Board of Education.

In situations in

which the appeal comes to the Board of Education, it shall
be made in the presence of the superintendent and the ad
ministrative person directly involved.
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Policy #2300

SUBJECT:

Chief Administrative Officer

The executive function shall be completely delegated to a
competent executive, the superintendent of schools, ap
pointed by the Board of Education.

He shall be responsi

ble for developing ways and means for carrying out the
policies adopted and the decisions made by the Board of
Education.

In the event the superintendent is unable to

fulfill his functions, a superintendent pro-ton shall be
appointed by the Board.
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Policy #2310

SUBJECT:

Appointment of Superintendent

The superintendent of schools shall be appointed by the
Board of Education.

The term of contract shall be deter

mined by the Board and shall be limited only by provisions
of the Michigan School La^?s.

The salary and/or contract

of the superintendent shall be considered annually prior
to the first day of March.

The salary of the superintend

ent shall be determined at the discretion of the Board.
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Policy #2320

SUBJECT:
1.

Responsibilities of the Superintendent

It shall be the responsibility of the superintendent
of schools to administer the schools according to
adopted policies of the Board of Education, rules and
regulations of the Department of Public Instruction/
and in accordance with the State School Code.

It

shall be his responsibility to develop administrative
regulations and procedures in order to carry out poli
cies and instructions of the Board of Education.
2.

All school personnel shall be directly or indirectly
responsible to the superintendent.

They shall receive

instructions through him and be responsible to him for
completing same.

The superintendent/ in turn, is re--

sponsible to the Board of Education in regard to see
ing that all school employees perform assigned tasks
and carry out any instructions from the Board which
are given them through the superintendent.

If the

Board feels that certain functions should be carried
out by any school employee or if instructions issued
through the superintendent are not being followed,
the superintendent shall be consulted and arrangements
made or adjusted through him rather than for the Board
to go directly to the employee.
(CONTINUED)

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

(Policy #2320 cont.)
3.

It shall be the responsibility of the superintendent
to recommend to the Board, administrative and teaching
employees for appointment, promotion, demotion, and
dismissal, and assign duties and responsibilities to
all employees.

The Board of Education shall hire only

those employees recommended by the superintendent.
4.

The superintendent shall be responsible to prepare and
submit to the Board reports and recommendations re
lating to all phases of the school operation which re
quire action of the Board.

These shall include, but

shall not be limited to, budgeting, purchasing, curri
culum development, instruction, development of policy,
building needs, use of facilities, attendance area
boundaries, community relations, and administrative
organization.
5.

Finally, the superintendent shall represent the school
district as its chief executive officer and its fore
most professional educator in its dealings with other
school systems, social institutions, business firms,
agencies of government, and the general public.
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Policy #2330

SUBJECT:

Appointment of Principals and Community Educa
tion Director

Persons employed in these positions shall be appointed by
the Board of Education with the superintendent making rec
ommendations to the Board for its consideration.
Consideration shall be given to both applicants from with
in and outside the school system as vacancies or openings
occur.

Ample notice and opportunity shall be given for

qualified persons on the staff to make application.
The length of contract for principals shall be determined
by the Board of Education and shall be limited only by the
Michigan General School Laws.
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Policy #2340

SUBJECT:

Responsibility of Principals

It will be the function of each building principal to act
as administrator for his own school building and grounds.
He is the educational leader in the building and community
in which he works and is responsible to the superintendent
of schools.

He shall administer and supervise his school

in accordance with Board policies, and such rules and regu
lations as the superintendent may prescribe; he shall keep
the superintendent advised and make recommendations rela
tive to conditions and needs of his school.
I.

Administrative duties
A.

Establishment of necessary processes in the areas
of:
1 . Pupil control
2.

Child accounting

3.

Financial accounting

4.

Maintenance and safety of building, grounds
and equipment

5.

Extra-curricular activities

Establishment of procedures to implement:
1 . Parent reporting and conferences
2.

Communication with parents

3.

Material control and usage
(CONTINUED)
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(Policy #2340 cont.)
II.

Supervisory duties and responsibilities
A.

Appraisal of teaching effectiveness

B.

Improvement of teaching and the instructional pro
cess

C.

1.

Work load

2.

Tools and materials

Initiation, execution, appraisal of studies, cur
rent techniques, etc.

III.

Miscellaneous duties and responsibilities
A.

Advisory responsibility to superintendent

B.

Supervision of student teaching in own school

C.

Leadership role in building and throughout system
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Policy #2350

SUBJECT:

Responsibilities of Community Education Director

It shall be the function of the Community Education Direc
tor to promote and administer the community school concept
within the Union City Service Area.
Administrative Duties:
1.

establishes appropriate courses and hires instructors
for high school completion and adult basic education
programs.

2.

establishes guidelines for students consistent with
the Board policies on eligibility for attendance and
graduation.

3.

develops various enrichment activities based on the
interests and needs of Service Area residents.

4.

coordinates activities and use of available facilities
with superintendent and building principals.
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Policy #2360

SUBJECT:

Consultants

The Board of Education may employ outside consultants on
a part-time basis for specific projects or studies within
the school system.
Consultants shall exercise no administrative authority
over the work of employees, but shall act only as advisors
in those fields in which they are qualified to offer as
sistance and for which they are employed.
Consultants shall be responsible to the superintendent of
schools or to the person designated by the superintendent.
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Policy #2400

SUBJECT:

Review of Administrative Decisions

Any employee or public appeal to the Board from a superin
tendent' s administrative decision or request for inter
pretation of any policy or regulations shall be made in
writing and shall set forth the circumstances of the case
in question and the grounds for requesting relief from
such decision.

Such requests shall be submitted to the

Secretary of the Board for presentation to the Board at a
regular meeting and the decision of the Board in the case
shall be communicated to the petitioner by the Secretary
of the Board or by the superintendent.
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Policy #2500

SUBJECT:

In Absence of Policy

In the situations which arise within the schools where the
Board has provided no guide lines for administrative ac
tion/ the superintendent shall not have power to act until
consulting the Board at its next meeting.
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Policy §2600

SUBJECT:

Research, Evaluation, Planning

The Board expects the superintendent of schools to concern
himself with long-term planning to guide the Board of Edu
cation in policy development.

To that end the Board es

tablishes the function of planning and policy development
as an important part of the superintendent's job.
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Policy #3100

SUBJECT:

The Management Concept

The Board recognizes that money and money management com
prise the foundational support of the whole school pro
gram.

To make that support as effective as possible, the

Board intends:
1.

To encourage advance planning through the best possi
ble budget procedures.

2.

To explore all practical sources of dollar income.

3.

To guide the expenditure of funds so as to extract the
greatest educational returns.

4.

To expect top quality accounting and reporting proce
dures.

5.

To maintain the highest quality education within the
ability of the district to pay.
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Policy #3110

SUBJECT:

Preparation of Budget

In the spring of each year, the superintendent of schools
shall have formulated a tentative budget for the follow
ing school year.

In the preparation of this tentative

budget, the superintendent shall confer with building
principals and other employed personnel as deemed neces
sary, to make the tentative budget as nearly as possible
an expression of the needs of all concerned.

The super

intendent shall submit the tentative budget to the Board
of Education at the earliest date possible.

The Board

shall discuss, and make any changes deemed necessary and
advisable in the preliminary budget.

After consideration

of all expected income and expenditures, the Board shall
tentatively approve the preliminary budget.
The Board of Education, by carefully considering all long
range and short range capital outlay alternatives, shall
strive to keep to a minimum severe fluctuations in yearly
budgets.
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Policy #3120

SUBJECT:

Public Review of Budget

The Board shall set a time and place for a public presen
tation of the budget as required by law.
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Policy #3130

SUBJECT:

Pinal Adoption of Annual Budget

After the public hearing, the Board shall make any adjust
ments deemed necessary or advisable and formally approve
the budget.

After the budget has gained Board approval,

the administration is authorized to make purchases and ex
pend funds within the limitations of the budget.

Expendi

tures which are not allowed for in the budget must be
brought before the Board of Education for approval.
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Policy #3200

SUBJECT:

Revenues

It shall be the responsibility of the superintendent of
schools to keep the Board of Education informed of antic
ipated revenues to the district and to regularly explore
new sources of income to upgrade the educational program.
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Policy #3210

SUBJECT:

Establishing Local Tax Supports

Each year the superintendent shall inform the Board of the
financial requirements of the district to determine the
local tax support needed to provide the desired educa
tional program and, if necessary, request the electorate
to approve a tax limitation increase.
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Policy #3220

SUBJECT:

Establishment of Tax Levy

Prior to September 1 of each year, the Board shall estab
lish the tax rate for operation, debt retirement, and
building and site funds within the limits of total tax
rates available by law or approved by the public.
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Policy #3230

SUBJECT:

Tuition Rates

The Board shall establish annually the tuition rates for
non-resident pupils within the limits established by
statute of the Sate of Michigan and regulation of the
Department of Education.
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Policy #3240

SUBJECT:

Sale of Used Equipment and Supplies

Procedures for selling or otherwise disposing of used or
obsolete equipment or supplies not needed by the school
system is the responsibility of the superintendent.
All disposal of obsolete equipment and supplies shall
first be discussed with the Board.

With their permission

items may be sold outright or on public bid or at public
auction.
All revenue realized from the sale of supplies and equip
ment shall be deposited in the school general fund account.
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Policy #3250

SUBJECT:

Investing

The Board shall authorise its agents to invest such por
tion of general fund monies and monies of other funds in
special time deposit accounts in, or certificates of de^W Q A W
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thorized to do business in this state, provided however,
that such time deposit account or certificate of deposit
shall be payable within such time as the proceeds shall
r

be needed to meet expenditures for which such monies were
obtained.
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Policy #3260

SUBJECT:

Grants, Gifts and Bequests

The Board of Education may officially accept grants, gifts
and bequests at a Board of Education meeting.
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Policy #3270

SUBJECT:

Short Term Loans

The Board shall request sealed bids for short term loans
needed by the district.
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Policy #3300

SUBJECT:

Expenditures

It is the policy of the Board that the administration
strictly observe the letter and the spirit of all laws
and regulations relating to purchases by the school system
and to the control of its finances and property.
Within the framework of applicable laws and regulations,
purchases and use of materials and manpower shall be ac
complished in accordance with good business practices with
the primary purposes of serving the program of instruction.
The superintendent shall detail the procedures for exe
cuting this policy in written administrative directives.
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Policy #3310

SUBJECT:

Purchasing Guidelines

Purchasing of supplies and equipment shall be done only
with the approval of the superintendent, excepting those
designated funds in the internal accounting system.

In

general, the superintendent is authorized to proceed with
purchases as set up in the budget adopted by the Board.
However, supplies and equipment which involve expenditures
of over $500.00 shall be brought before the Board and ap
proved before the purchase is made.
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Policy #3320

SUBJECT:

Soliciting Prices (Bids & Quotations)

Bids or prices from. several sources shall be obtained for
major purchases (over $500.00).

The superintendent shall

outline specifications to the Board for all major purV
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In cases involving formal "sealed bids" strict adherance
to the deadline for receiving sealed bids shall be ob
served.

Late bids shall not be considered.
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Policy #3330

SUBJECT:

Quality of Goods and Services

The Board of Education reserves the right to accept or
reject any and all bids or parts thereof.

The Board's

decision will be in the best interest of the school dis
trict in regards to price, quality and service to the
educational program.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Policy #3340

SUBJECT:

Local Purchasing

Local purchasing will be favored whenever the following
factors in the opinion of the Board, are equal between
local and non-local vendors:
A.

Quality of product

B.

Suitability of product

C.

Price

D.

Conformance of specifications

E.

Convenience of delivery

F.

General reputation of business firms

G.

Past services to school district

H.

Service in support of the product
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Policy #3350

SUBJECT:

Paying for Goods and Services

The Board will authorize payment for goods and services:
A.

Contracted for within budgetary limits

B.

Purchased according to relevant purchasing policies
and regulations

C.

Certified as having been received in acceptable condi
tion

The business manager-will audit all invoices and requests
for payment prior to vouchering for payment.

Bills failing

to conform to legal requirements for vouchering will be
processed in the manner he considers appropriate before
payment is made.
All payments of school obligation shall be made by pre
numbered checks.

All payments shall be supported by proper

invoices and purchase orders.
In those instances where "cash discounts" may be gained by
early payment of bills, the superintendent is authorized
to make such payment by check and the payment of such bills
will be approved at the next regular or special meeting of
the Board of Education.
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Policy #3360

SUBJECT:

Requisitions and Delivery of Goods

The superintendent will be responsible for setting up
regular methods for ordering materials and supplies as
well as distributing them to the individual schools.

All

requests for supplies or equipment from each building must
be first submitted to and approved by the building princi
pal.
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Policy #3400

SUBJECT:

System of Accounts

The financial accounting of Union City Community Schools
shall be in accordance with the system of accounts as de
fined, published, and required by the laws of Michigan and
the Department of Education.
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Policy #3410

SUBJECT:

Classification of Expenditures

Proposed expenditures shall be budgeted under and actual
expenditures shall be charged against those categories
which most accurately describe the purposes for which such
monies are to be or have been spent.

Wherever appropriate

and practicable, salaries of individual employees, expend
itures for single pieces of equipment, and the like, shall
be pro-rated under the several catagories which most ac
curately describe the purposes for which such monies are
to be or have been spent.
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Policy #3420

SUBJECT:

Financial Reports

The Business Office shall prepare various financial re
ports as may be required by Michigan School Law, State and
National agencies, and the Board of Education.
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Policy #3421

SUBJECT:

Budget and Expenses Report

The Business Office shall prepare a monthly budget and ex
pense report for the Board of Education.
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Policy #3422

SUBJECT:

Annual Financial Statement

In compliance with Michigan School Law an Annual Financial
Statement shall be compiled and published in a newspaper
having general circulation in the school district.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Policy #3430

SUBJECT:

Annual Audit

An audit of the accounts of the school district shall be
made annually by an independent public accountant selected
by the Board.

The audit examination shall be conducted in

accordance with generally accepted auditing standards and
shall include all funds over which the Board has direct or
supervisory control.
The Board shall select an auditor experienced in school
accounting.
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Policy #3440

SUBJECT:

Monies in School Buildings

Monies collected by school district employees and by stu
dent treasurers shall be handled with good and prudent
business procedures both to demonstrate the ability of
school system employees to operate in that fashion, and to
teach such procedures to our students.
All monies collected shall be receipted and accounted for
and directed without delay to the proper location of de
posit by those responsible for their collections.
In no case shall any monies be left overnight in schools
except in safes provided for safekeeping of valuables.
All monies over one hundred dollars ($100.00) shall be de
posited.

To avoid leaving money in the schools overnight,

school personnel responsible for money collected during
hours when banks are closed shall make use of the night
depository facilities of the banks.
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Policy #3500

SUBJECT:

Security of Buildings and Grounds

Buildings constitute one of the greatest investments of
the school district.

It is in the best interest of pupils

and taxpayers to protect their investment adequately.
Security means more them having locks and being sure that
they are locked at the proper time.

Security also means:

A.

Minimizing fire hazards

B.

Reducing the probability of faulty equipment

C.

Guarding against the chance of electrical shock

O.

Keeping records and funds in a safe place

E.

Protection against vandalism and burglary

The superintendent of schools is directed to establish such
rules and regulations as may be needed to provide for secu
rity in the sense outlined above.

Because of the particu

lar importance of building keys and accurate reporting of
any damage to school property, the Board has outlined the
following rules to be used by all school personnel.

All keys used in a school shall be the responsibility of
the respective principal.

Requests for permanent issuance

of keys shall be made only in those instances where the
employee regularly needs a key in order to carry out his
normal activities necessitated by the position which he
(CONTINUED)
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(Policy #3500 cont.)
holds.

When need for a particular key is of a temporary

nature, a key shall be issued on that basis and shall be
returned immediately following termination of the need for
its use.
Each principal shall set up a key control system with a
record of the number of each key filed.
The person issued a key shall be responsible for its safe
keeping and shall pay for a duplicate key if lost.

Dupli

cate keys are obtained only through the principal's office.
The Board prohibits the duplication of school keys other
wise.
Keys shall be used only by authorized employees and shall
never be loaned to pupils.
The greatest care shall be given to master and sub-master
keys.

Master keys shall never be loaned.

Burglary or Damage to School
Incidents of illegal entry, theft of school property, van
dalism, or damage to school property from other causes,
will be reported by phone to the office of the superintend
ent, as soon as discovered.

A written report of the inci

dent will be made within 24 hours of discovery.
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Policy #3600

SUBJECT:

Maintenance of Plant

Safety of papils and employees and economical operation
require effective maintenance of the schools' physical
facilities.

The maintenance staff, under the direction of

the superintendent, is charged with the responsibility of
caring for and protecting these facilities.

It is impor

tant that the maintenance staff receive the cooperation of
the pupils, the teachers and the principal.

The following

rules shall apply to employees:
Principals shall carry on a continuous inspection of all
buildings, equipment, playgrounds, and playground appara
tus to discover conditions which might be dangerous to
health, safety, and comfort of the pupils or personnel.
If such conditions are discovered they must be reported
immediately to the superintendent.
All employees shall be responsible for the safe use of
buildings, grounds and equipment in the classes which they
teach or in the activities for which they are responsible.
Employees shall report promptly to the principal of the
school or their supervisor any defects in building, furni
ture, playground apparatus, or other equipment that might
prove injurious to the comfort, health, safety of teachers,
pupils, or other persons.
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Policy #3700

SUBJECT:

Transportation

The Board of Education shall assume the responsibility
for operating a transportation system governed by the
rules and regulations of the Department of Education and
the policies adopted by the Board.
The supervision of the transportation system shall be the
responsibility of the superintendent and the bus super
visor.
Students may be suspended from riding the bus for miscon
duct, particularly when such action is in the best inter
est of the safety of other pupils.
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Policy #3710

SUBJECT:

Use of School Buses

School transportation services are provided exclusively
for the benefit and safety of the student population, and
are to be used only in support of programs authorized by
and under the auspices of the School Board.
The nature of the equipment provided for transportation
and the scheduling of its use (including the possibility
of transfer of students through collection points) shall
be determined solely by the School Board or its duly au
thorized representative.
Transportation by school bus is available to all school
children providing bus accommodations are available, and
then only if children are an excessive distance from
school as presented by state transportation regulations.
School buses may be used for free transportation of par
ticipating public schools pupils to and from any properly
scheduled school activity or contest.
One or more chaperones in addition to the bus driver shall
accompany students in each bus on all trips when school
buses are used other than for the regular transportation
of pupils to and from regular school sessions.
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Policy #3800

SUBJECT:

Insurance

The Board shall purchase adequate insurance coverage for
buildings, contents, equipment and outside apparatus.
It shall be the policy of the Board of Education to pur*
chase insurance for school purposes from a licensed and
fully recorded agency.
Insurance shall be submitted for bid.

All insurance

agents who are interested shall be permitted to bid on
coverage as specified by the school.
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Policy #3900

SUBJECT:

Hot Lunch Program

The Board of Education hereby authorizes the operation of
a lunch program in accordance with Federal School Lunch
Regulations.

To the extent possible, this program shall

be self sustaining.

If necessary, the Board shall assume

the responsibility of making up unforeseen deficits.
The charge for lunches for school children and staff mem
bers will be determined by the Board.
The superintendent will be responsible for interpreting
federal guidelines for free and reduced price lunches and
distributing this information to district residents.
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Policy $4100

SUBJECT:

Recruitment and Selection

It is the policy of the Board of Education to hire qualified
applicants c for teaching positions in the district.

A personal

interview will be required for all people employed by the distric
It is the responsibility of the superintendent

of

schoolsand

of persons delegated by him to locate suitable

candidatesto

recommend for employment to the Board.

No inquiry-'sLn regard to his

race, color, national origin or

creed smttl^oe made of a person proposed for or seeking employ
ment as a teacher or any capacity in the schools.

It shall be the duty of the superintendent of schools to see
that persons nominated for employment shall meet all qualifi
cations established by law and the Board for the type of
position for which nomination is made.
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Policy #4110

SUBJECT:

Appointment

The Board shall appoint upon the recommendation of the
superintendent the necessary persons to carry on the edu
cational, operational and business affairs of the district
in an efficient manner.
No discrimination due to race, color, national origin or
creed shall be practiced in employment, assignment, or
transfer of employees.
The administration shall notify each employee of his elec
tion and shall be responsible for completing the employment
together with the required information and documents.
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Policy #4120

SUBJECT:

Certification

All present and future teachers employed by this school
system must fulfill the requirements for certification.as
established by the Michigan Department of Education and
u -

^ «...

i
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Policy #4130

SUBJECT:

Assignment and Transfer

It is the policy of the Board of Education to assign
teachers within the scope of their teaching certificates
and according to the educational needs of the district as
defined by the Board.
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Policy #4200

SUBJECT:

Personnel Records - Information Required

A personnel folder for each teacher will be kept in the
district office.

New teachers will be responsible for

seeing that the following information is given to the
superintendent's secretary.
A.

A completed application form.

B.

A transcript of college credits and/or credentials
from a placement office.

C.

Teaching certificate will be brought to the district
office to be sent to the County Intermediate Superin
tendent's Office for recording.

After recording, a

copy of the certificate will be kept in the personnel
files to be returned, if requested, when the teacher
leaves our employ.
In addition, all teachers each year must submit to the
district office:
A.

Payroll option sheet.

B.

Other required forms for payroll purposes.

Additional College Credit - Whenever a faculty member
qualifies for an advancement on the salary schedule (not
just an annual increment), a statement or transcript must
be given to the superintendent's secretary, giving the
course taken, credits earned, and when taken.

This will be

filed in the personnel folder.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Policy #4210

SUBJECT:

Current Status Information

The administration will be responsible for updating per
sonnel files annually.

Personnel records shall be kept on

all current teachers and shall include the following
guidelines:
A.

Certification status

B.

Evaluations

C.

Changes of status

D.

Other related materials

A separate folder containing each employee's salary infor
mation shall be retained in the payroll department.
A file shall be kept of the records of all resigned and
retired employees.
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Policy #4300

SUBJECT:

Physical Examination

A staff member absent a week or more due to illness or
surgery may be requested to have a physical examination by
a physician of the school's choice prior to returning to

work#
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Policy #4310

SUBJECT:

T. B. Tests

Each year all teachers of the school system are required
by law to furnish evidence of freedom from Tuberculosis,
written evidence must be made available to the school
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Policy #4400

SUBJECT:

Responsibilities and Duties

Assignment of responsibilities and duties is the respon
sibility of the superintendent or someone designated by
him.

it is the dual responsibility of the administration

and the teachers to promote and encourage compliance of
all rules and regulations.
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Policy #4410

SUBJECT:

Evaluation of Performance

The Board of Education through the administration has the
responsibility to evaluate the performance of teachers.
The administration will use adequate procedures consistent
throughout the district and in compliance with the State
of Michigan.
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Policy #4420

SUBJECT:

Tenure

All teachers who have not attained tenure in another
school district will serve no less them two (2) years of
probation.
All teachers who have had tenure in another Michigan
school district will serve no less than one (1) year of
probation.
Probationary rules will be consistent with those found in
the Michigan Tenure Act.
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Policy #4430

SUBJECT:

Non School Employment

A teacher under contract with the Union City School System
must not permit other employment to interfere with or have
a detrimental affect upon his responsibilities as a teach
er.
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Policy #4500

SUBJECT:

Separation

Tenure Teacher
Termination of a tenure teacher will be consistent with
the procedure established under the law.
Probationary Teacher
Termination of a probationary teacher will be consistent
with the procedure established under the law with regard
to notification.

Probationary teachers may be terminated

upon recommendation of the superintendent, but only after
the teacher has been informed of the reason requiring ter
mination.
Retirement
Refer to the Master Agreement
Voluntary Resignation
A teacher desiring to resign during the school year may
submit a letter of resignation to the superintendent in
accordance with contract provisions.
The acceptance or rejection of the resignation will be left
entirely to the Board's discretion.
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Policy #4510

SUBJECT:

Gifts to Retiring Personnel from the Board

The Board shall consider as appropriate the presentation
of commendatory gifts to retiring members of the staff and
other personnel who have rendered 20 or more years of
service.

For those with less years, a written commenda

tion will be given from the Board of Education through the
superintendent of schools.
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Policy #4600

SUBJECT:

Substitute Teachers

Substitute teachers shall hold legal certification in the
State of Michigan and be registered with the Intermediate
District Office.
The salary for substitutes shall be established annually
by the Board of Education.
A substitute teacher working less than a full day will be
paid on a pro-rated basis.
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Policy #4700

SUBJECT:

Student Teachers

It shall be the policy of the Board of Education to cooper
ate with colleges in their teacher preparation programs by
maintaining a pre-service program of supervised teaching
in the Union City Schools.

The administration and the

college or university representatives are to meet and
agree on purposes and objectives of the student teacher
program.

Also, agreement must be reached as to the number

of student teachers and their term of student teaching.
Student teachers will work within the framework of poli
cies and rules as given by the administration, and along
with the supervising teacher will consult the building
principal when there are any questions.
No teacher in his first year of teaching in the Union City
system will be assigned a student teacher.

No teacher

with less than two years of total teaching experience will
be assigned a student teacher.

College students doing ob

servations will arrange with the administrators of the
school district and the respective administrators will ar
range with the teachers for this participation.
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Policy #4800

SUBJECT:

Organization

The Board will recognize only legally elected employee
organizations for the purpose of collective bargaining.
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Policy #4810

SUBJECT:

Contractual Items

References to the following terms and conditions of em
ployment are made in the Master Agreement between the
Board of Education and the legally elected employee organIZ ou l O u •

A.

B.

C.

Compensation and Related Benefits
1.

Salary schedule

2.

Payment schedule and deductions

3.

Extra-curricular payment schedule

4.

Extra pay for extra work

5.

Insurance

Absences
1.

Personal illness

2.

Family illness

3.

Bereavement

4.

Legal committments and transactions

5.

Business days

Leaves
1.

Professional

2.

Military

3.

Maternity

4.

Personal
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Policy #4900

SUBJECT:

Professional Growth

All employees shall be provided opportunities for the de
velopment of increased caapetance beyond that which they
may attain through the performance of their assigned
u u wjlcso •

Opportunities for professional growth shall be provided in
the following areas:
1.

Provisions for visits to other classrooms and schools.

2.

Conferences as approved by superintendent's office.

3.

Classes and workshops offered in the district.
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Policy #5100

SUBJECT: Attendance
Students enrolled in the Union City Schools are expected
to be in attendance each day that school is in session,
except in cases of illness or other situations of a per
sonal nature that would be interpreted as an excused ab
sence.

(See Policy #5360)
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Policy #5110

SUBJECT:

Ages of Attendance

Kindergarten
Initial admission to kindergarten of children capable of
benefiting from instruction shall be on the basis of
chronological age.

The State Law says a child is eligible

to attend kindergarten if he is five (5) years old on or
before December 1.
Other Grades
Admission of children to other grades shall involve a con
sideration of both chronological age and the readiness of
the children to do the work of those grades.
Compulsory Attendance
It is required by law that a child be in school from the
age of six (6) until the age of 16.
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Policy #5111

SUBJECT:

Age of Majority

Students who reach the age of 18 years prior to the com
pletion or termination of their high school programs are
subject to the same policies, regulations, and rules gov
erning student behavior as ether students.
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Policy #5112

SUBJECT:

Married Students

Married students shall have the same educational privi
leges and carry the same responsibilities as unmarried
students.
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Policy #5113

SUBJECT:

Pregnant Students

The Board of Education recognizes the right of pregnant
students to continue with their regular school program un
less it can be shewn by a physicians statement that such
activity would be harmful to the expectant mother and
child.
When the pregnancy is brought to the attention of the ad
ministration, the student will meet with the building
principal and counselor to discuss attendance in the al
ternative education program.

School authorities will also

make available the continuation of the students' basic ed
ucational courses during the period of absence from school.
The school district shall not be required to provide trans
portation for participation in an alternative program.

It

shall be the responsibility of the student to make the nec
essary contacts to pick-up homework assignments and other
related materials.
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Policy #5120

SUBJECT: Non-resident Students
Non-resident students will be accepted on a tuition basis
under the following circumstances:
1.

When the program of studies needed by the student is
not available to him in his school district.

2.

When acceptance of the student does not create or add
to an overcrowded situation in a classroom or building.

3.

When the sending district is willing to release the
student to Union City Schools.

When a family moves from the Union City District to a
neighboring district, a student may stay in Union City
Schools as a tuition student with annual Board approval.
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Policy #5130

SUBJECT:

School Attendance Areas

It is the policy of the Board of Education to establish
specific attendance areas for each elementary school in
the district.

From time to time, as population in a given

area increases or decreases, such attendance areas shall
be reviewed and appropriate action taken.
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Policy #5140

SUBJECT:

Dropping Students from Membership

Students shall be dropped from membership in Union City
Schools only under the provisions and stipulations as
provided in the Michigan School Code.
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Policy #5200

SUBJECT:

Promotion

In promoting, retaining, or accelerating students, con
sideration shall be given to the pupil's age, his ability
to do the work at the next level and on the overall wel
fare of the pupil concerned.

When a pupil is making less

than satisfactory progress or adjustment in his grade
level and/or subject area(s), he may be directed to repeat
all or part of the work or to complete a comparable amount
of work in another subject area(s).

All retentions and

accelerations shall be approved by the superintendent.
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Policy #5210

SUBJECT:

Reporting to Parents

The Board of Education through the administration directs
the professional staff of our schools to devise and main
tain appropriate reporting methods so that each parent may
be appraised of his child's progress in the light of
school goals.
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Policy #5220

SUBJECT:

Assignment to Grade Levels and Teachers

The administration with the assistance of teachers shall
determine all grade placements of pupils.
Pupils with prior schooling outside of the district will
normally be placed initially in the grade level they have
reached elsewhere, but demotions and promotions may be
made at the time of entry in extreme cases where strong
indications of advantages to the pupil are present.

9
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Policy #5221

SUBJECT:

Gifted Students

The Board recognizes that within our district there is a
wide range of student abilities.
It is further recognized that no single general educa
tional program is adequate to meet the needs of all stu
dents and that within the district there are a substantial
number of students who can be identified as gifted.
Furthermore, these academically, artistically and athleti
cally talented students must be provided with materials,
services and experiences designed to develop their poten
tials.
Therefore, the Onion City Board of Education hereby di
rects the superintendent to study, design, and recommend
to the Board for implementation programs to meet the needs
of these gifted students.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Policy #5230

SUBJECT:

Use of Student Records

The Board of Education directs that the following guide
lines be observed in matters of dealing with student re
cords:
I.
II.

The CA 60 forms shall be the standard record forms =
CA 60 forms must be completed at all levels as required
by the State of Michigan.

III.

Additional information, such as but not limited to,
anecdotal records, family background information,
health data, teacher or counselor ratings and verified
reports of serious or recurrent behavior problems may
be maintained.

IV.

Student records shall be available to (1) the profes
sional staff of the school district, authorized repre
sentatives of (2) the Comptroller General of the U.S.,
(3) the Secretary of H.E.W., (4) administrative head
of an educational agency, (5) State educational au
thorities, (6) persons working in connection with a
student's application for, or receipt of, financial
aid, and (8) officials of other school systems to
which a student transfers.

In the case of (7) parents

will be notified of the record transfer, given a cdpy
of the record transferred, and if requested, given an
(CONTIHUED)
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(Policy #5230 cont.)
opportunity to challenge the content of the record
transferred.

All others shall obtain written permis

sion from parent, guardian, or student of majority age
before viewing records.
V.

Parents and guardians may inspect the record and other
data of their children.

Students of majority age may

inspect their own record and other data.
VI.

Parents, guardians, and students of majority age may
challenge the accuracy or fairness of the record and
other data.

Administrative procedures for examination

and forms are on file in the principal's office of the
Elementary, Middle School and High School and may be
secured from each.
VII.

Upon transfer of a student, copies of CA forms will be
kept as permanent records, originals will-be sent to
requesting districts.
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Policy #5240

SUBJECT:

Graduation Requirements

The credit requirements for graduation will be those in
effect at the time the student enters the ninth grade.
A.

Nineteen credits of work successfully completed.

(One-

half credit per semester will be given for each hour
completed in a subject meeting a minimum of 250 minutes
per week.

Successful completion of physical education

shall earn 1/4 credit per semester.)
B.

The following are required subjects:
1 unit of physical education (required of freshmen and
sophomores unless excused by a physical.)
3 units of English
1 unit of Science
1 1/2 units of Social Studies (U. S. Government at the
12th grade)
1 unit of Mathematics

C.

Pour years of full-time day school attendance.

The

determination of full-time student status shall be
consistent with the State Board of Education's child
accounting rules.
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Policy #5250

SUBJECT:

High School Completion Program

Adalts residing within the Union City Service Area are
eligible to earn a high school diploma through the Com
munity Education high school completion program.

Students

under 18 years o£ age shall be admitted to the high school
completion program only with the permission of the Board
of Education.
Persons graduating in the night school program shall not
be permitted to participate in any of the day school grad
uating class activities or ceremonies.
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Policy #5300

SUBJECT:

Discipline - Statement of Philosophy

The Board of Education recognizes that proper student con
duct is essential in all programs and activities of the
school.

Proper conduct is essential (1) to develop and

maintain a healthy teaching/learning environment in the
classroom, (2) to develop and maintain those conditions
necessary for an orderly, safe, and efficient operation of
the school and the school program, and (3) as a teaching
tool, illustrating the fact that orderly conduct is a req
uisite to cooperative and productive participation in so
ciety.
Discipline is the joint responsibility of students, par
ents, and the school.

When a student is apprehended for

violation of a school regulation, the support and coopera
tion of both student and parent is essential to the school
in disciplinary measures taken.

The school is charged

with the responsibility of administering a discipline that
is educational, rehabilitative, reasonable, fair, and that
takes into account individual student rights as an inherent
tenet of democracy.

The school shall keep a written re

cord of student misconduct and the disposition deemed ap
propriate.
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Policy #5310

SUBJECT:

Definition of Terms

Terms used in this, and all other policies and regula
tions, are defined as follows:
I.

Exclusion:

Removing, restricting, or prohibiting a

student frcsn participating in and/or attending school,
or a specific class or a school-sponsored activity.
A.

Removal from Class:

The referral to the office of

a student by the classroom teacher for a period
not to exceed one day, the removal of a student on
a temporary basis from a class by the building
principal, or the permanent removal of a student
from a specific class by the building principal.
B.

Suspension:

Prohibiting a student from attending

classes, school, or school-sponsored activities
for a predetermined time or until certain pre
determined conditions are met.

The building prin

cipal or person designated by him has. the authority
to suspend a student and establish the conditions
under which he will be readmitted.

Suspension is

a temporary exclusion from school and/or schoolsponsored activities, but may be used to restrict
the presence of the student during that time the
Board of Education is considering expulsion.
(CONTINUED)
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(Policy #5310 cont.)
During a term of suspension a student may net be
on school property (unless in conference with the
building principal) or

school activities until

the time designated for his return to classes.
C.

Expulsion:

Board action to permanently remove a

student frcm the regular school program =

A stu

dent expelled from school can be readmitted only
through Board of Education action, following peti
tion to the superintendent.
II.

Gross Misconduct:

Persistent, deliberate, and exces

sive infraction of school policies and regulations.
III.

Persistent Disobedience:

Continued disregard for, and

repeated infractions of, school regulations and/or
directives from school personnel.
IV.

Willful Destruction or Damage:

The deliberate, unrea

sonable, and senseless damage to school or personal
property, and/or destruction of said property.
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Policy #5320

SUBJECT:

Due Process

Upon request a student or his parent shall be provided
with a written statement of charges leading to suspension
and/or recommended expulsion and the procedure by which
cui

van

Any student who feels that he has been disciplined un
justly, or in an inappropriate or discriminatory manner,
shall have the right to appeal the disciplinary action to
the higher authority and to request a hearing with that
authority.

The order of appeal shall be as follows:

1.

Building Principal

2.

Superintendent of Schools

3.

Board of Education
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Policy #5330

SUBJECT:

Student Discipline and Classroom Control

The Board expects the faculty to maintain control and dis
cipline of students at all times.

Discipline, properly

exercised, will have support and assistance from the ad
ministration and Board.

As a matter of policy, it is felt

that discipline or roam control is an essential factor in
classroom teaching.

In general, it is up to each teacher

to maintain control in his classroom so that an effective
job of instruction can be done.

It should be kept in mind

that all discipline cases cannot be handled alike - the
individual child or student must be taken into considera
tion.

At the same time, we must consider the entire school

system and expect certain standards from each individual so
that the other students in the building do not suffer from
his actions.
Each principal will develop disciplinary procedures as they
apply in his building and distribute copies of same to all
students at the beginning of each school year.
Under no circumstances should teachers strike a child
around the face or head or administer corporal punishment
without the presence of the building principal.

All other

means of discipline shall be considered before resorting to
any form of corporal punishment.
(CONTINUED)
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(Policy #5330 cont.)
In dealing with student disciplinary problems, the teacher
may ask a pupil to leave fts class when the grossness of of
fense , the persistance of misbehavior or the disruptive ef
fect of the violation makes the continued presence of the
student in the classroom intolerable.

In such cases the

teacher will furnish the principal with knowledge of the
incident or incidents as promptly as possible.

The student

will be re-admitted to the classroom upon written authori
zation or personal contact with the teacher by the princi
pal, or when requested, by written guidelines from the
principal for future handling of this case,
any case of assault or legal action upon a teacher while
acting within the scope of his duties shall promptly be
reported to the Board or its designated representative.
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Policy #5340

SUBJECT:

Procedures for Student Disciplinary Action

When a student is referred to the office for disciplinary
reasons, he will discuss the problem with the principal or
the principal's designee.

The principal will determine

whether or not any office record will be made of the re
ferral and whether or not the referral warrants a letter
to the parents advising them of the problem.
A.

When a record is made of a referral, it will be re
corded on a card and the card will be filed in the
principal's office for the remainder of the school
year.

B.

A student will be asked to sign a card to signify his
awareness of the charges against him.

C.

If a letter is sent to the parents, it will advise
them of the reasons for referral and will ask for par
ental cooperation in resolving the problem.

D.

Repeated disciplinary referrals are grounds for sus
pension and finally expulsion from the school program.
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Policy #5341

SUBJECT:

Suspension from School

The administration shall have the power to suspend students
temporarily from school when such disciplinary action seems
warranted.

In all cases of suspension from school the

building principal shall notify the parent or guardian
through a certified letter.

The building principal shall

attempt to notify the parent or guardian of the child
prior to the time the child is permitted to leave the
school premises.

If the parent or guardian cannot be con

tacted, the student shall have the responsibility to no
tify the parent of the suspension, requesting that the
parent contact the building principal.
Students may be suspended for a period of one to ten days
for gross misconduct, persistent disobedience or willful
destruction* or damage to school or personal property.

Be

fore the individual is readmitted to school, the principal
will have a conference with the child’s parents or guard
ians in an attempt to resolve the problems leading to the
suspension.
At the time the suspension is issued, the student shall
have the opportunity for a hearing with the principal
where he is entitled to due process of law.
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Policy #5342

SUBJECT:

Expulsion from School

Through powers vested in the Board of Education by the
state, the Board has the authority to expel students from
school when the student's behavior indicates that his
presence in school jeopardizes an effective teaching/
learning situation or threatens the educational environ
ment of the school.
Recommendation for expulsion shall be presented to the
Board of Education by the superintendent of schools.
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Policy #5350

SUBJECT:
A.

Matters Related to Personal Conduct

Classroom Conduct:
Students are expected to be in the classroom prepared
for class work.

Students who disrupt classroom rou

tine or who distract teachers and students will be re
moved from the classroom.

Because of the nature of

certain classrooms, teachers may establish specific
regulations to apply to individual situations.
B.

Conduct in non-classroom situations:
1.

Smoking is not permitted on school property.

This

includes the athletic field and adjacent parking
areas.
2.

It is against the best interest of the school to
bring to the building any materials or objects not
related to school assignments.

3.

Public displays of affection are in poor taste for
a school situation.

4.

Students are expected to follow the rules of cafe
teria conduct in their particular building.

5.

Students are expected to follow the library regu
lations in their particular building.

6.

Attendance is required at all assemblies and spe
cial programs by all students unless other arrange(CONTINUED)
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(Policy #5350 cont.)
merits are announced.
7.

Students are expected to follow bus regulations.
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Policy #5360

SUBJECT:

Matters Related to Criminal Acts

The violation of federal, state, or local laws or ordi
nances is grounds for suspension or expulsion, when such
violation occurs on school property.

Criminal acts in

clude such acts as, but are not limited to. the following:
A.

Arson - The intentional setting of fire.

B.

Assault - Physical threats or violence to persons.

C.

Breaking and Entering - Entering a building illegally.

D.

Burglary - Stealing of school or personal property.

E.

Explosive - The possession, use, or intended use of
explosives including firecrackers on school property.

F.

Extortion, Blackmail, or Coercion - Obtaining, or at
tempting to obtain money or property by violence or
threat of violence or forcing someone to do something
against his will by force or threat of force.

G.

Firearms - The possession, use, or intended use of
firearms on school property.

H.

Malicious mischief - The damaging of property or the
destruction of property.

I.

Robbery - Stealing from an individual by force or
threat of force.

J.

Alcoholic beverages or illegal drugs - The possession,
use, or sale of alcoholic beverages and/or illegal
drugs.

(CONTINUED)
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(Policy #5360 cont.)
K.

Trespassing or loitering - Being present in an unau
thorized place or refusing to leave when ordered to
do so.

L.

Unlawful intimidation of School Authorities - Inter
fering with teachers, school administrators, or other
school staff by intimidation with threat of force or
violence.

The commission of or participation in such illegal activi
ties in school buildings, on school property, or at schoolsponsored events is prohibited.

Disciplinary action may

be taken by the school regardless of whether or not crimi
nal charges result.
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Policy #5370

SUBJECT:

Matters Related to the Use of School Materials
and Equipment

The care of assigned textbooks and other equipment is the
responsibility of the student.

The administration may re

quire a deposit fee to be collected at the time books and
other materials are issued at the beginning of the school
year.

The full deposit will be returned at the end of the

school year if said materials are returned in satisfactory
condition with only normal wear.
In cases of abuse, damage to, or loss of these items, the
students will be assessed for replacement.

When books or

equipment are lost during the school year, students will
be required to pay for the loss.
Students are expected to keep lockers reasonably clean.

A

charge may be assessed by the school where damage has oc
curred to a locker.
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Policy #5380

SUBJECT:

Matters Related to Dress and Groaning

Student dress is a factor in the establishment of an edu
cational atmosphere and clothing should be appropriate for
school.

Standards of dress which clearly deal with health

and safety of students will be upheld.

Forms of student

dress are acceptable as long as they are neat, clean and
not considered distracting to the process of education.
Because same individuals or groups are representing the
school, such as performing music groups, athletic squads,
cheerleaders, etc., the school reserves the right to es
tablish more definitive dress policies for performing and
representative groups.
Within this framework., the Board authorizes students,
teachers, parents, and administration of each building to
develop rules for student dress.
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Policy #5390

SUBJECT:

Matters Belated to Absence and Tardiness

Students are expected to be in school on all regularly
scheduled days, and in all class sessions to which they
are assigned.

Absences from school which are considered

excused are personal illness, funerals, doctor and dental
appointments, and other absences provided for under at
tendance procedures.

Students who are absent from school

for reasons other than those considered excused are truant.
When unique circumstances exist concerning absences and
tardinesses not covered by the above rules, the school re
serves the right to make the final determination as to
whether the absence or tardiness will be excused or un
excused.
A student will be considered tardy when he arrives in the
classroom after the tardy bell has begun to ring or after
the teacher in charge officially.calls the class to order.
Once a student arrives at school in the morning, he is not
permitted to leave the immediate school grounds until he
is excused or dismissed.
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Policy #5420

SUBJECT:

Administering Medications to Students at School

The administration of internal medications to pupils by
school personnel is strictly prohibited.
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Policy #5430

SUBJECT:

Student First Aid

Administering emergency first aid or treatment to stu
dents at school by school personnel should be regulated
by the following:
H

A

B I V a

*

B.

i u

c

i* » » Am ,■>
c

a

w

c

«
u

u

v /i.

u t. e a w

H

C i i w

M

1

« « M * ik
x

m

u

a

w

^
c

u

u w

o

J
x

u

•

Students who object to medical or first aid treatment
for religious reasons shall file an exemption card
with the building principal.

C.

Each school and each bus shall be equipped with first
aid kits.

D.

School personnel shall notify the child's parent or
guardian immediately, if possible.

Further action

(summoning a physician, removal of student to hospi
tal, etc.) shall be determined by the school if the
parent or guardian is unavailable.

The parent shall

be responsible for any expense incurred.
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Policy #5440

SUBJECT:

Questioning of Children at School

While children are at school under care and supervision of
teachers, the teachers have a definite responsibility to
see that they are not molested.

However, it is the busi

ness of the schools to cooperate with the local agencies,
particularly the law enforcing bodies, in promoting the
safety, health, and general welfare of students.

The fol

lowing policy refers to the questioning of children at
school by police officers and others.
1.

Members of the police department or the sheriff's de
partment should always be properly identified to the
principal or person in charge of the building.

Men in

plain clothes would need to show their identification
cards, which are authorized by the sheriff or police
departments.
2.

Police officers may be permitted to come to the
schools and to question a child when, in their opinion,
the child may be involved in, or have information con
cerning a subject under investigation, and when, in
the opinion of the school person in charge, such ques
tioning in school is proper.

3.

In all cases, the officer must agree to question the
child in the office and question him in the presence
(CONTINUED)

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

(Policy #5440 cont.)
of the superintendent or someone designated by him.
The presence of this person daring the entire time of
questioning is left up to the discretion of the super
intendent or the designated representative.
4.

In the event that the officer should wish to remove
the child frcsa school; the superintendent or author
ized agent should undertake to get in touch with the
chief of police, the sheriff, or other officers to be
sure that such action is warranted and approved.
Prior to the child's .leaving with the officer, author
ization of his removal shall be obtained from the par
ent, except in cases of arrest.

While this policy is chiefly between police officers and
the schools, it should be followed in all other cases
where persons wish to talk with or investigate children at
school.

The teacher or principal will not permit students

to be questioned by unauthorized people.
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Policy #5500

SUBJECT:

Student Activism

Students may express opinions and ideas, take stands and
support policies publicly, privately, orally and in
writing.

Students may be given this opportunity for. ex

pression through established school media.

Suchsggrsgff-

sion should not interfere with the educational program or
present a safety or health hazard.

Students may not use

obscenity, slanderous or libelous statements or disruptive
tactics.

They may, however, advocate changes of law or

school regulations and pursue their advocacy by due pro
cess.
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Policy #5600

SUBJECT:

Free Lunches

The school will provide/ to patrons of the school who re
quest them, forms on which to make application for con
sideration of eligibility of their children for free or
reduced price lunches and/cr breakfasts.

Patrons will be

notified individually of the acceptance or denial of their
applications and, if the application is accepted, will be
informed of the procedure to be followed by the child to
receive such meals.

If the application is denied, the

patron will be informed of the name of the official to
whom he may make an appeal for a review of the decision.
In making collections from children who pay for their
meals, and in accounting for the number of free or reduced
price meals served, the following procedure will be ob
served in order that no other child in the school will be
made aware, by such procedure, of the identity of the
children receiving free or reduced price lunches.

Young

sters will proceed through regular lines to purchase
tokens.

In these lines are students who pay and students

who charge their lunch or pay over a longer period, as
.well as those receiving free lunches.

Notation will be

made for free lunches in the same manner as those who pay
in advance.
(CONTINUED)
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(Policy §5600 cont.)
The names of children determined to be eligible for free
or reduced price meals will not be published, posted, or
announced in any manner.

Nor will children receiving free

or reduced price meals be required, as a condition of re
ceiving such meals to:
1.

Use a separate lunchroom or Section of the lunchroom.

2.

Go through a separate serving line.

3.

Enter the lunchroom through a differententrance than
is used by children who are paying the full price for
meals.

4.

Eat lunch at a different timefrom paying children.

5.

Work for their meals.

6.

Use a different medium of exchange in the lunchroom
than is used by children who pay.

7.

Eat a different meal than is eaten by paying children.
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Policy #6100

SUBJECT:

Philosophy and Goals of the Instructional Pro
gram

The Board of Education recognizes the school must serve
all of the pupils, offering programs of interest and value
to those who will not go beyond the high school, while at
the same time, giving the best possible preparation to
those students who will pursue education beyond the high
school level.

In meeting the needs of its pupils, the

school shall strive to:
1.

Provide equal educational opportunities.

2.

Develop skills in the fundamental processes and tools
of learning.

3.

Develop in each pupil a recognition of moral, social,
and ethical values.

4. Develop the ability to think and plan independently.
5.

Instill the principles of democratic living and demo
cratic responsibility.

6.

Establish a friendly and cooperative relationship be
tween home and school.

7.

Establish proper environment for the development of the
health and welfare of each student.

8.

Develop enthusiasm for continuous learning and selfimprovement.
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Policy #6110

SUBJECT:

Curriculum

The Board of Education directs the administration to work
cooperatively with the teaching staff and parents to eval
uate the instructional program at each building level.
The superintendent shall take under advisement recosusendations from the Curriculum Coordinating Committee and make
periodic reports regarding same to the Board.
The superintendent shall be responsible to recommend to
the Board of Education the adoption of textbooks to be
used in the schools and recommend changes in the curricu
lum programs to be offered.
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Policy #6111

SUBJECT:

Controversial Issues

Training for effective citizenship is accepted as one of
the major goals of our public schools.

Accordingly, our

schools shall recognize the pupil's right to hear, discuss,
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economic, religious or social significance, and concerning
which (at his level of maturity) he should have am opinion.
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Policy #6112

SUBJECT:

Extra-curricular Activities

Board of Education approved extra-curricular activities
shall constitute a part of the course of study in the
school program, and may be conducted during the school day
or after regular school hours.

Extra-curricular activi

ties are for the purpose of proneting recreational, voca
tional and cultural interests of the student.
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Policy #6113

SUBJECT:

Religion in the Schools

The School will conform to the existing statutes, court
decisions, and opinions of the Attorney General of the
State of Michigan concerning religious observances and
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Policy §6200

SUBJECT:

Instructional Services

The Board of Education will attempt to provide, within its
determination of the financial limitations of the dis
trict, a well coordinated program of study for each stu
dent, including special programming to meet individual
needs.
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Policy #6210

SUBJECT:

Special Services and Classes

The Board of Education shall meet the legal requirements
of the State of Michigan.
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Policy #6220

SUBJECT:

Educational Trips

It is the policy of the Board of Education to permit edu
cational field trips to supplement regular classroom work,
or to f ul fill obligations to athletic or other extra
curricular programs.

Principals have the responsibility

to determine, with input from teachers, whether or not the
educational benefits are sufficient to recommend the time
and cost of the trip to be approved by the superintendent.
Continuous evaluation of such field trips is necessary.
The superintendent shall approve or disapprove all educa
tional trips based on the recommendations of principals,
use of time and the cost of the trip.
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Policy #6230

SUBJECT:

Testing

The Board of Education authorizes the administration of a
program of standardized tests to be organized by adminis
trators and counselors.

The continuous program shall be

organized throughout the system# and shall be consistent
with the needs of all the pupils and the goals of each
building level.
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Policy #6240

SUBJECT:

Community Resources

It shall be the policy of the Board of Education to en
courage the inclusion of such community resources as local
citizens, historical sites, and natural resources in the
implementation of

instructional program.
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Policy #6250

SUBJECT:

Textbooks and Supplementary Materials

All required textbooks and workbooks are the property of
the school district and will be provided by the district
for the pupils.

However, all school property must be

protected from pctentxal mxsuse.

In case of mxsuse, the

amount assessed for the misuse will be deducted from any
deposit and, if the deposit does not cover the damage, the
parents will be billed for the difference.

The procedures

for the supplying and distribution of supplementary mate
rials, paper, pencils, etc. will be outlined by adminis
trative directives.
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Policy #6260

SUBJECT:

Libraries

The Board of Education shall maintain libraries as an in
tegral part of the instructional program.
The criteria for selection of media materials will be as
noted in the media selection regulations developed by the
administration.
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Policy #6300

SUBJECT:

Fire and Disaster Drills

It is the responsibility of the building principal to con
duct the Tnin-iwmrn number of fire and disaster drills as
shall be required by state law and to record same.
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Policy #7100

SUBJECT:

Recruitment and Selection

It is the policy of the Board of Education to hire quali
fied applicants for classified positions in the district.
A personal interview will be required for all people em
ployed by the district.

It is the responsibility of the

superintendent of schools and of persons delegated by him
to locate suitable candidates to recommend for employment
by the Board.
No inquiry in regard to his race, color, national origin
or creed shall be made of a person proposed for or seeking
employment as a teacher or any capacity in the schools.
It shall be the duty of the superintendent of schools to
see that persons nominated for employment shall meet all
qualifications established by law and the Board for the
type of position for which nomination is made.
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Policy #7110

SUBJECT:

Appointment

The Board shall appoint upon the recommendation of the
superintendent the necessary persons to carry on the oper
ational and business affairs of the district in an effiC i c u > inSnnSr •

No discrimination due to race, color, national origin or
creed shall be practiced in employment, assignment, or
transfer of employees.

The administration shall notify

each employee of his election and shall be responsible for
completing the employment together with the required in
formation and documents.
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Policy #7120

SUBJECT:

Assignment and Transfer

It is the policy o£ the Board of Education to assign
classified employees according to the personnel needs of
the district as defined by the Board.

This responsibility

is only limited by the specific terms found in employee
labor agreements.
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Policy #7121

SUBJECT:

Personnel Information

The administration will be responsible for updating per
sonnel files annually.

Personnel records shall be kept on

all classified employees and shall include the following
guidelines:
A.

Payroll information

B.

Evaluations

C.

Changes of status

D.

Other related materials

A separate file shall be kept of the records of all re
signed and retired employees.
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Policy #7200

SUBJECT:

Licensing

Each year food service employees must provide the school
with a valid food handlers permit.
Bus Drivers are required by law to have a valid chauffeurs
license in their possession when driving a school bus.
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Policy #7300

SUBJECT:

Responsibilities and Duties

All employees of the school district are subject to the
policies of the Board and all applicable laws.
Job descriptions shall be established for each type of
work to be performed by classified employees.
Job descriptions shall include the following:
1.

Job title

2.

Duties to be performed

3.

Type and extent of training required

4.

Degree of responsibility assumed

5.

Other related factors

The job descriptions shall determine the job classifica
tion of the employee on the salary schedule.

In each in

stance the employee shall meet the requirements set forth
in the job description.
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Policy #7310

SUBJECT:

Non-school Employment

School employees must not permit other employment to in
terfere with, or have a detrimental affect upon, his
ability to carry out his duties and responsibilities in a
satisfactory manner.
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Policy #7320

SUBJECT:

Solicitation and Selling

School employees are not permitted to solicit funds, sell
products or services, on the behalf of any organization or
on their own behalf on school property during regular
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Policy #7400

SUBJECT:

Probation and Evaluation

The school has the responsibility to evaluate the perform
ance of all its employees.

Procedures will be established

that are not inconsistent with the specific terms of em
ployee labor agreements.

All classified employees will be

on probation for the first 90 days of employment.

During

this period they will be expected to establish and main
tain a satisfactory level of performance.
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Policy #7500

SUBJECT:

Physical Examination

An employee absent one week or more due to illness or
surgery may be requested to have a physical examination by
a physician of the school's choice prior to returning to
work.
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Policy #7510

SUBJECT:

T. B. Tests

Each year all employees of the school system are required
by law to furnish evidence of a negative T. B. Test,
written evidence must be made available to the school an
nually by October 1st or within ten days of the start of
employment.
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Policy #7600

SUBJECT:

Separation

Classified employees having successfully completed their
probation may be terminated involuntarily.
Some infractions which could result in discharge are as
follows:
1.

Theft

2.

Intoxication

3.

Chronic poor attendance or tardiness

4.

Inability to fulfill the job requirements

5.

Dishonesty

This list is not all inclusive.

An employee may be termi

nated for other justified reasons not listed above.
An employee involuntarily terminated may appeal the dis
charge through his appropriate grievance procedure or
through the administrative appeal procedure.
A classified employee who has not completed his probation
ary period may be terminated at the discretion of the em
ployer.

No employee terminated during his probationary

period will have recourse through a grievance procedure.
A classified employee wishing to resign is asked to submit
in writing his intent to leave the system at least one
week in advance of the effective date of termination.
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Policy #7700

SUBJECT:

Growth in Job Skills

All employees are encouraged to take advantage of oppor
tunities to improve their job skills.

On-the-job training

and/or inservice training may be made available as time
and money permit.
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Policy #7800

SUBJECT:

Organization

The Board of Education will recognize only legally elected
employee labor organizations for the purposes of collec
tive bargaining.
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Policy #7900

SUBJECT:

Contractual Items

References to the following terms and conditions of em
ployment are made in employee labor agreements between the
Board of Education and the legally elected employee organ
izations.
A.

B.

C.

Compensation and Related Benefits
1.

Pay schedules

2.

Insurance

Absences
1.

Personal illness

2.

Family illness

3.

Bereavement

4.

Legal committments and transactions

Vacations

D . Unpaid leaves
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#8100

SUBJECT:

Legal Authority and Goals of the Board of Educa
tion

The organization, management and control of the Union City
Community Schools is vested in the Board of Education.

The

Board shall be the legal representative of the citizens of
the school district.

The Board is the local operating arm

of the State Department of Education with only those powers
and duties given it by law.
It shall be the purpose of the Board to provide education
of the best obtainable quality for residents of the school
district, within the limitations imposed by the taxpayer's
ability to pay and his willingness to support the educa
tional program.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

#8110

SUBJECT:

Organization

The Union City Caamunity Schools shall be organized as a
Fourth Class District and shall be governed by the Michi
gan School Code.

The Board shall act as the general agent

in carrying cut the will of the people of the State of
Michigan in the matters of education in the Union City
Schools.

It shall be responsible for carrying out certain

mandatory laws, and consider, accept, or reject the pro
visions of the permissive laws.

In all cases where stat

utes do not specifically provide or prohibit, the Board of
Education considers itself the agent of the people in
planning, executing, and appraising the total school pro
gram.
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#8120

SUBJECT:

Responsibilities of the Board

The Board shall consider the following areas of primary
importance in the execution of duties:
A.

All those duties and responsibilities listed as part
of the School Code and/or specifically legislated*

B.

Policy making.

C.

Financial support of educational program.

D.

Evaluation of recommendations from superintendent.

E.

Evaluation of all facets of educational system and
programs.
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#8130

SUBJECT:

Number of Members and Terms of Office

The Union City Board of Education shall consist of seven
members who shall serve for terms of four years.

The

terms shall be overlapping, two members being elected for
each of the first three of each series of four years, and
one the fourth year.

The election shall be held the sec

ond Monday in June and shall be conducted in accordance
with the Michigan School Code and Michigan election laws.
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#8140

SUBJECT:

Vacancies on the Board of Education

When a vacancy occurs during a term of office, the Board
shall appoint or elect a new member within 20 days as pre
scribed in the School Code.
Said appointed members shall serve until the next regular
election at which time a member shall be elected to fill
the unexpired term of the member causing the vacancy.
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SUBJECT:

Officers of the Board

Officers of the Board of Education shall be composed of
the President, Vice-President, Secretary, and Treasurer.
The President and Vice-President shall be elected to of
fice by duly elected Board members.

The offices of Secre

tary and Treasurer may be elected Board mgr.bers or may be
persons appointed by the Board.

The Board shall meet on

or before the second Monday of July to organize and elect
officers for each fiscal year.

The member who served as

President of the Board during the previous year shall pre
side.

If he no longer is a member of the Board, the Vice-

President of the previous year shall preside.

If neither

is a member of the Board, the Board shall elect from its
membership a temporary chairman who shall preside until a
President is elected.
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#8160

SUBJECT:

Board Committees

It shall be the responsibility of the President to appoint
committees whenever necessary at the direction of the
Board.

The Board shall outline the duties and responsi

bilities of each committee at the time of appointment and
the President shall serve as an ex-officio member of the
committee.

Committees shall be considered dissolved upon

completion of their appointed function.
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#8200

SUBJECT:

Duties of Officers

President
The President of the Board shall preside at all meetings
of the Board and shall have a vote on motions placed be
fore the Board for action.

He shall sign such documents

on behalf of the Board as may require his signature.

He

shall represent the Board in deliberations with other
Boards, districts, or agencies unless another member of
the Board is so designated.

In addition, he shall perform

all duties required under the Michigan School Law.
Vice-President

_____

In the absence of the President, the Vice-President shall
perform the duties and have the obligations of the Presi
dent.
Secretary
The Secretary shall:
1.

Handle all official correspondence for the Board.

2.

Keep the minutes for all Board meetings and prepare
said minutes for approval of the Board at its next
regular or special meeting.

3.

Notify all Board members in writing of all Special
meetings.

4.

Arrange for and oversee all district elections.
(CONTINUED)
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(#8200 cont.)
5.

Sign all documents which require the official signa
ture of

6.

the Secretary of the Board.

Perform all duties and functions as determined

bythe

Michigan School Code.
Treasurer
It

shall bs the duty of the Treasurer or

dividual of

the Board to sign checks and

a designatedin
all legal docu

ments as required by statute.
All school monies, records, deposits, receipts, invest
ments, and expenditures of money, along with monthly re
ports of financial transactions to the Board, are the re
sponsibility of the superintendent, delegated to him by
the Board of Education, and consistent with the Michigan
School Code, 340.112, Code of 1955, as revised.
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#8300

SUBJECT:

Legal Counsel

The Board may retain legal counsel who will advise the
Board and administrative staff on legal matters.

Services

of the legal counsel shall be upon call of the Board or
superintendent.
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#8400

SUBJECT:

Methods of Operation

Board members collectively act as representatives of the
residents of the school district in maintaining and pro
moting the schools.

Through various means for listening,

discussing and weighing education related issues among
themselves, school employees, pupils, parents and other
residents, they seek to move toward decisions and actions
which will best serve the educational needs of pupils in
the light of available resources and the often conflicting
needs and demands of interested individuals and groups.
The only mechanism for official action by Board members is
a duly called and legally conducted meeting as defined by
law and these policies and bylaws.
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#8410

SUBJECT:

Adoption of Policies and Bylaws

Policies and bylaws may be revised, added to, or amended
at a regular or special meeting of the Board by a majority
vote of the seven members of the Board.
The Board shall meet as a committee of the whole after
July 1 and prior to August 31 of each year to review and
appraise existing policies.
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$8420

SUBJECT:

Role of Individual Members

Each individual Board member has the responsibility to
contribute constructively to the efficient operation of
the schools.

Board members will follow established lines

of communication when dealing with school issues,- Encourage
the free exchange of ideas and respect opposing points of
view.
A Board members response to a citizens question can only
be considered official if it is given at a School Board
meeting.

The Board shall not be bound in any way by any

action or statement on the part of any individual Board
member except when such statement or action is in pursu
ance of specific instructions from the Board.
No Board member, by virtues of his office, shall exercise
any administrative responsibility with respect to the
schools or as an individual command the services of any
school employee.
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SUBJECT:

Conflict of Interest - Nepotism

Purchases of supplies, equipment or services made from
Suppliers or companies in which members of the Board have
an interest, must meet open competitive bidding require
ments and be affirmed by a majority vote of the entire
Board.

Purchases from public utilities, corporations and

other regulated suppliers are excepted.

No person who is

related by blood or marriage to any member of a Board of
Education shall be employed by the Board except upon the
consent of the majority of the members thereof in a duly
called Board meeting with the roll call vote entered upon
the proceedings of the Board.
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#8422

SUBJECT:

Orienting New Board Members

The Board and the administrative staff shall assist each
new member-elect, to understand the Board's functions,
policies, and procedures and operation of the school sys
tem before he takes office.
1.

Each member-elect:

shall be given selected material on the function of
the Board and the school system.

2. shall be

invited to attend Board meetings.

3.

invited to meet with the superintendent to

shall be

discuss services he performs for the Board.
4.

shall be

given a copy of the Board's policies and by

laws and copies of pertinent materials developed by
the State School Board Association.
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#8423

SUBJECT:

Reimbursement of Expenses

Members of the Board shall be encouraged to attend educa
tional conferences and meetings sponsored by various edu
cational and School Board Associations.
They shall be reimbursed for expenses incurred at confer
ences and conventions when approved by the Board.
An itsaized statement of such expenses shall be presented
for reimbursement.

Basis for reimbursement shall be ac

cording to administrative regulations adopted for reim
bursement for school personnel.
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SUBJECT:

Regular Meetings

The Board shall set its regular meeting day at the annual
organizational meeting.

The July regular meeting may be

held immediately following the adjournment of the organi
zational meeting on that same date.

All meetings shall be

held in the high school library at 7:00 p.m. unless other
wise voted by the Board.
The superintendent shall prepare an agenda for each regu
lar monthly meeting and have it delivered with supporting
information to each Board member so that he will have his
material at least twenty-four hours prior to each regular
meeting whenever possible.

Only regular agenda items will

be taken under consideration for action unless all members
present agree to consider additional items.
A Board member desiring to have a certain item placed on
the agenda shall notify the superintendent of this desire
by Wednesday prior to the meeting.
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#8431

SUBJECT:

Special Meetings

Special meetings may be called by the President of the"
Board or by two members of the Board as per the statutes
of the State of Michigan.
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#8432

SUBJECT:

Public and Executive Sessions

All meetings shall be open to the public except for exec
utive sessions allowed by law.
in open meetings.

All action shall be taken

Executive meetings of the Board may be

called at such time and place as is required for free dis
cussion of matters which are not appropriate for public
announcement until fully developed.

These matters may in

clude, but not limited to, the following areas:

Personnel

matters, contract negotiations, purchase of property,
complaints against an officer or employee, or incidents
dealing with discipline of students.

Any action taken as

a result of these discussions must be in open, public
meetings.
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#8433

SUBJECT:

Quorum

A quorum for all regular and special meetings of the Board
shall be a majority of the Board.
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#8434

SUBJECT:

Regular Business Meeting Agenda

The Board's business will be transacted in the order out
lined below:
I.
II.

Call to order
Action items
A.

III.
IV.

Routine matters
1.

Approval of minutes

2.

Bills

3.

Communications

4.

Public

B.

Old business

C.

New business

Superintendent's report
Adjournment
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#8435

SUBJECT:

Annual Organizational Meeting

The annual organizational meeting will be held on or be
fore the second Monday in July.
Unless changed by a majority vote of those present, the
order of business for each annual organizational meeting
of the Board of Education shall be as follows:
I.

Opening of meeting by past President or one of the
past officers

II.

III.

IV,
V.
VI.
VII.

VIII.

Elections
A.

President

B.

Vice-President

C.

Secretary

D.

Treasurer

Consideration of Appointments
A.

Legal Counsel

B.

Auditor

Designating Signataries
Designating Bank Depositories for District Funds
Consideration of School Calendar
Meetings
A.

Time, date and place of regular monthly meetings

B.

Procedure for call for special meetings

Adj ournment
(CONTINUED)
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{#8435 cont.)
After adjournment of this meeting, the Board may reconvene
for the regular July Board meeting.

The order of business

for this meeting shall be that established for regular
business meetings.
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#8436

SUBJECT:

Parliamentary Procedure

Robert's Rules of Order shall govern the procedures of all
meetings of the Board.
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#8437

SUBJECT:

Minutes

Minutes of all meetings of the Board shall be recorded by
the Secretary and approved by the Board at the next regu
lar or special meeting of the Board.
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#8438

SUBJECT:

Availability of Records

All public records of the Board of Education shall be
available to citizens of the Union City School District
for inspection at the office of the superintendent of
schools in the presence of one or more of the following:
Board members, superintendent, or person designated by the
superintendent.
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#8500

SUBJECT:

Elections

The will of the people of the district shall be expressed
at the annual School Board election held the second Mon
day in June, or at any special election called by the
Board of Education to ascertain their expression or opin
ion upon same school matter.
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#8510

SUBJECT:

Conducting Elections

School district elections shall be conducted in accordance
with provision of the Michigan School Code and the general
election laws of the State of Michigan.
Notice of elections shall be published in a newspaper
serving the District.
Balloting shall be done by machines when possible unless
conflict with City, Township, County, State, or National
elections prohibit their use.

In such a case, balloting

shall be by paper ballot.
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#8520

SUBJECT:

Election Inspectors

Election inspectors shall be appointed by the Board as
prescribed by law.
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#8530

SUBJECT:

Notices

Notice of the time and place of holding any election shall
be given by the Secretary of the Board as prescribed by
the Statutes of the State of Michigan and as follows:
A.

Posting notice thereof in 3 public places at least 10
days before the election.

B.

By publication in a newspaper serving the district
within 10 days next preceding the election at least
once.

C.

The notice shall contain the names of all candidates
for each office to be voted on and the substance of
special matters, if any, to be submitted.

Notice of the last day on which a person may register shall
be given by the Secretary of the Board of Education by
posting a notice in three public places at least ten days
before said last day, or by the publication in one or more
papers if printed weekly at least once.

All persons must

be registered by 5 o'clock p.m. of the 30th day prior to
the election.

If the 30th day falls on Saturday or a hol

iday., .then the last day of registration is the following
Monday.

Registration may be made with any township or

city clerk in which the school elector resides.

Absentee

ballots may be obtained at the offices of the Secretary of
the Board of Education.
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#8540

SUBJECT:

Nomination of Candidates

To obtain the printing of the name of any candidate for
member of the Board on the ballot, said candidate shall
file nomination petitions with the Secretary of the Board
not later than 4 o ’clock p.m. on the thirtieth day prior
to the date of election.

Each petition shall be signed

by a number of registered school electors as designated in
the Michigan School Code.

No elector shall sign the peti

tion for more candidates than are to be elected.
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#8600

SUBJECT:

Formulation of Administrative Regulations

The Board shall delegate to the superintendent the func
tion of specifying required actions and designing the de
tailed arrangements under which the schools will be oper
ated.

Such rules and detailed arrangements shall consti

tute the administrative regulations governing the schools.
They must be in every respect consistent with the policies
adopted by the Board.
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SUBJECT:

School Board Association Membership

The Board of Education shall annually give consideration
to membership in the Michigan Association of School Boards
and the National School Board Association.
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